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DEPARTAIENT T H

AN SERVICOES
PAYNE

NTS AND CCHLECTIONS IHVISTON

MRDDA CLSTON KR FUNDS MaN g GEMENT A4 NUAL

1 NTRODUCTION AND OVERYVI WY

AL OVIERNVIEW o) })I-J'Sx’l’f]},-“_‘uHi’}}i},-! FINANCTAL iHZSPU_\'SIHIL}T} S

Most hut e Ml cnstoners “erved by e DHS Nengg) Retardinion ind

Developmentai Dicahilities Sehminicirating Pragiam MRDDAY have

assistance wigl their
HIOBCY manasement g wull as suidance in h;m:ff}ng their iy activities. The levy) uf
Assivlance js CHINImenstirate wigl, ihe ¢us

tamer's <Kills ang abilities s outlined in hejp
Vaedivichad Financial Plan. {I]-‘P} Fach dear, AMRDDA g Fandpers and oflher Hentad
Biealih professionais ey Clop @ wrinten Tndividig Finaneind Plan 1) Tor the Custoner
ung with e WEItlen Individyag Habilitating Plan, Thiy 1p TEIYES a5 A budget for ihe
CUstomer’s fnds for (he frdlowing Mears Among sher thities, the J1°p indicates whither nr
Rotothe customer s e 4o participate in MHnELIne hicher gap funds, MEDDA s
Fesponsible oy Wirking with rhe crslinmer rearding fisageqa) PREUETS at 1he jeve]
determined by 1his Piofessional AssEssnIent,

Mot g A Pulicier aiw Frecveliar s Wil




St of thywy CHSIRCTS Peceive Tl suppert ader some Bpe of governmenig)

HECTIS FETE Prageann Bocpgs, cavly NTR1P RRER LIV ELS RN L) TSN Y G With some Jeyved af

B adminied o ik Prezrame benedits under ihecp progiams sree

rff«';zl_a:??i"i.t in ourder 1

iy nnidd throveh a vepreann i CPAaree who reccives g Mnazes the fands an heha )y

o 1he Bendticiary, The Pepresentitive pavee e deternined ar ihe thine of intake ane ap

applivation & suhimined 1o e Tl SERO L I may e g omember ol he costamer's

Famiily, his or her fewal reprosentagive, R vareprovider. I ditaations where there is no

Familv. teom vhardian, or irepravider willing g sesirane this Fespransibility, the

Department o Hueman Servipes HIHSY hecones the Fepresentative payee, 4 Fepresenttive

paree cin be chunged an any Hime by rappluing to the Funding avency. This muvyial covgers

sy ihie custonmer funde that sire managed hy NS,

DHS halds the respansibiiliny oy rrEnazement of these customer Mnds. DHS has

lelepated the responsibility throngly twe channels the Oitiee of the Chief Financial Oificer

thirvugh the Payments and Colivetions Division (PCD} and MRDDA. PCI g prinuiry

ruesponsibility is 1o safegunnd Minds in an inlrr(-sl-hmr}ng dcvonnt, to make these funds

availible 1o pay for (he turrent and fareseeable needs of the heneficiary, and 1o SAve any

Femaining funds for the custainer’s inter pse,

Bevause MRDDA g Familiar with ihe COxtmer  nweeds, jr s delegated 1he

responsibiliny of making financig) decisions on hehalf of the customer and in collaboration

with an Inlﬁ=:'{ii,f;cip]in;1r}' WEm AL fs respunsihie for developing Individual Service Plans

OSPand the annual financia) plan 1oy the vustomer, the JFP, The MRDBA cae Nunayer

is responsible for dsyisting the {DT i resching consenany gy Importint thecivinns, inchuding

o the custiomes Fuiiids would hest he Spenrh Marcover, fupr CUStOmiers nssesser g having

o

MR LNTE I v nn s Puli vt med s gaogge R ERTTEET:

ZEAA
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e bty 1ol Feelebne ar un infurnied Serent fvel the YIRDD A CRSE Bunper 'y

PSR Bt ey g e e she i e o ) AREIRTINTY, ini'n'e'z'r'aniirnh Huidance angd

STanee priog makine e intfurned threivion, 4 tnag vther ihinog, the [30p fdelermines

Ly mnieh will he transfesred inro o L) selnsihes Rew nneh wil be spent nn sprecial

Pt and whether o ot the VHSTORRT 05 able 1o roreive g Manage his or Lier fnds

ivevty, The fesponsthility fop heendlling the Persaial allovwinee funds nrade avuilable for

the customers day-to-ay nee ju theteonned directly 1o the residential Macilitjes,

Even thoush cerain aspects of 1he financial MHEnATGEN procram have heen

delegated, PCD and MRDDA continue 1y hold the Fesponsibility: fogr Byersecing these

funetions and have o respronsthility o ensire thag the funds are sPent according 1o the |Fp

o mect the vustonw s Fequiremients ane jn deehrdiiee wighy funding ProLram vestrictions,

DS veguires that ihe vontract with the resideniial Facility contain language that allows

cirtinned supervision of the pPersonal illovwance fungs by PCD and MRDDA,

The Social Securiiy Administration {554} administers Iwe programs that provide

frrcome for disabled frersans, One Program, Sacind Sevurity Dicalyility Insurinee Program

(55), is a socin) Isurance program thai provides dicability P menis for cerigin qualified

individuals and js un cntiilement program. Individiais whe receive S8 da not have 10 meet

Ay eviling reguirenents 1y remam elipgibe. The cerand program, Supplementy) Security

I'came (8814 is a federad ENCome maintenanee prograom that provides income for disabled

persons who have ittle o1 po IRCOINe or dher Fesoorees. fadividuats whe recetve S57 nyst

maintain an upper mi on the anunsng of AON-Yempt ausets of 1lejr disposal, and wil luse

their eligibitit if the Hmits are exeevded, 4 MRDDA costamer May receive funds Hroueh

vEher or barh programs depending an thejr Family and persang) circumstances,  Some

IR o Mt Foagt: s i Pulicie and Proceding vz A

Lscang: I:IF3




CUSIMIErs receve fis ihrrmgh nther fesinrees, soch as Railroge Retirement IFunds (R},
Civil Servive OSTL Viteran s Benefits (v A horivately inyvesteq Fiinds CANNDY, as vl s

2ifis ang Femily Bheritimees, In addition g meir Benelit PUOrams. some custonwrs are

oy ed and Feece wages, W CAFIIRZS Statenients gpe i<sued gt the end of cach vear 1o

these vustomers, aang with 1009 forms far all avanle carned interest, When PCD s the

FUPTCSenL e pavee, ol funds, exeepr .o EADINGES. are reecived by PCD and are

stributed botw een ; Personal ciee allowanee PA)L and, when applicable, a partiad cnst ol

care reinrsemeny (CC), andior hurial fund sel-avide (B,

A castiomers ire treated cqually regy rding their finds, The first S70 or maonthiy

income is desivmaied s PAD A remaining funds, ir Anyoare desienated as O, There are

tiztres when CHstemer decmmalates Py Finds rather thap spends then. In ihese Situntions,

MREBDA can designitte some of (lpee Funds as BU und places the Tunds with PCD for

salekeeping,
The PA Tunds are received, deposited, recenciled, and then distributed to the

residential facility for (he cuslomer’s use on g munthly hasis, The residential facility tiren

nuamages the funds o he customer, with periodic reviews by MRDDA and oversight hy

PCi.
The CC funds for _"'nI:=f!ir;1id-t-ligjhiﬁ CUSTINers are reccived, deposited, reconciled

and paid te e residential Facility hased an (he dimount tdentificd by (e IMA-Long Term

Care (Mce on Forg A1443 The Pavability Form) and billed fhrough the Medicaid
T A e Favabibiny o)

Remittance Advice, 4 Copy of Form #1445 can he firnd in the Forms and Reporis Tnefex,

#A. Tor Non-Medicaid Costomers, the ©C funds are received, depadiied, reconciled angd

Berd b assisg wirly parments made For residentiag SCPVICes,

Sl rd P, e A ) Pape 7

R RER DI S ! Kb ot

L POt 1023 G




The BU rung ranstors from he VOIIMONIY scconngs e received, deposiied and
treed 0 cover Lyl LXpenses when incurped,

A CHSTine s 1.2 CArnings aye reeeived

and mannped directly by rthe SUpervisnyy

resicentis) Facility,

R.

DVERYIEAW OF FERZR AL

IISTRICT RIZQI'!REEHE."{'T

The informating Presented inothis coctiig is intended 1o he A puideline, ngt 4
Coicheng]vp freafiment of ;) Federal ang Prictiicq Fetuirements, 11 4 question showid
i, My Coninct shonld he neade with

Sucial Seentity Office sr S8 and 55) 1102 0332035 ext. 30y7

(L arna Walters)

YViterans Afabrs for vy Bienefits

it Retirement Dunefits . lacal
Or Baliimare fJohn 12,

Civil Serviee Re

For private cons

L-S06-827- 1000
1202} 2727781
Atarat) (310} 962,223y
tiremen| benetits (2027 60060206
Cryafors SUC Customer 1)

KEY DIVFinR ENCES BiET

WEEN MEDICAID AND
NDT\’-?\]ED]C.%]D COYERAGE
T =l LOYERAGE

Many cosiomers who FEabfy for SST a0 SS awrang,

iically fquaiily oy Medicaid
viverage. Some CHEOICrS receive  ()hese bonetits by not aneet the disabitity
FeQUITeNtenis and g Bl gualify fyy Medicaid,  Foy Fusteniers who are Medieaig
cligible, all ol 1he COSES rssicTuted win), their e o tanded from, el apprapriations,

EARNINGS/ 4 SSETS REQUIREN ENT
Eligibility 1o Medicaid s g Sultject 1y guidelines gpd ceiting PeQUirenenis o
dAErels and income, When




Medivaid vhigihility and hecomes 3 Nun-Medicaid “Hrlomer. When the assets are spent
down, the customer CANOnee again goalify fir Mudicaid, pPep st anaintiin acenrate
infurmation regarding these shifis in dificationgs,

Curstomers wiyg quidily under S57 MLV 1 v e Gieaggs tiding mare than S2.000, 1F

Fhiiy assels exeeed this amwant, (he ciestomer buses histher quadification until there is a
spend-down and the halanee hecomes Jess than 820018,

Customers whao auatify ander Nonc A edic i ForERRLe Or coverage otler than Ssi

vt regnired to meot veiling requirements on dssels and income,

BURIAL FUNDS EXCL USION

Fands <et aside [or Burial purposes ean he exvmpt from fhe veiling requirements
tniler hotly SSY jina Moedienid regirements, Exempt horing funds can he buris) contiacts,
Bowial trusts, oiher reviacahie hurjg) Arrangements, cash, avinags ar checking acceunts, angd
other fnancial instriments with o cash value, such as stocks, and certificates of deposit, A

var, real cstate, and livesiock cannot be designated as hnyi) funds. In order 10 tieraiify,
these ather assets mungg be converted to cash and then invested in an acceplahble form.
The maximum exclysion 15 S1.200 for each imdividual, YWhep making additions 1o
nrial dverend, the acenmnodated MHCTCst IS nat daken mto consideration in (I{]tfrmining the
ihmi That js. 1he Principai in a burjal decoinbean be $i.2000 A recumulated interest op
the S1.508 s i addition 1o he priveipal. In wrder for fhe interest 1o Gualil'y fur ihis
exclusion it must be lefi i the burind accomm ang POl sepresated Prom tther nssets.

A vustamer canpo Cunsdesignate’™ hapia) fonds. Onee 3 tung is desivnated, jy
remains burial funds unej} cligihility terminancs or e custonmer uses (he Pends for anuihe)

Purpese. jin which ¢ase o penalty may dp Y,

EAREREVIE R INTRTIE UL, I

Seltenie b Pt e sl e, (R TEEN Y PTRpe|




Buriat funds nsg be Luepy separ

HEFCHE FUTYSD nan-huriy) Festurces. I (he funds iire
COmImInsed wirh Neescluded §y . e exelirsia does ot applv, 1r funds are iy a
COMMI el Dieeonng and are iransterred 1o 4 Sparate Meonnl, the Cxelision jg appivabie
the mongh futton ing the SEation of finde.

A desiznating of Tunds fi) Drrviag Prrpases for MRDDA CUstomers is a4 by
ffrprasiring Fasads inge e separaie hewial firnge hank aecoung maing

aned by pep,

| C OVERVIEW of CUSTONER
|

Al etictame mihe MRy Pragram are

wards of i he Distriet ang the custoney is
the iJ{-iu'f'z'rj;nj' al hi.\',-"hn.' !'nmiing PyORrims, e CHSTOnyery YUalify Tor thege henctirs
Becanee ey hag ithentifia he developmmnenryg tisibilities, EIIgihHHj' for 5 funding Program
i hise vither 4 the COSlOmerts g ftnancin) {‘Errums‘l;mt'es_. ar  the fivamnecing
Cirenmsiances of hisfher Prent. The Custuner can he eMgible for elitlemeny Progiams
“ueh as Sueig) Sq-ruri:y }}f.‘?;ih”ff}' Insuranee, SS), Railrond ih-!irvmrnt, O VA benefits
thionah rents I he Benetie vy, ne of these Programs s 5w, or if (he Custonner jg
ot clisible 1y AN LR e Programs, he oy she m

AY be vliginle for 581 Piymenis,
It is mpartang 1 Know e MIree of 1 h{-n:-ﬁrf:ir}' S Pavmeny and wlep Ceriain
ClLenTs gy changpes in CHCMMS gt M These evenrg arwef rtnpes Vary based Hpeny the
Betree of INCome, e detaileg ninder e fn”rming Yevtion, R(’]JI‘ES{’H!;]H\'E MPavee
Responsibitiijes,

Whiy cligibiting g drlt-;'miru-d, tnd DHS g hvmed 1 be the Apropriste
Fepresenmainve Pityee, the fsneia) appliviition forms gre Prepared Ly MRDDA g

M LEES B) SRIIPRIS: L TR . Yok ‘-!:—I::-;rl;:r:il [T P TS PP M
E_‘ji!i:l!ll’].’ IR




submitied 1o all Lenofis programs for which the costamer is entitied, A the fime of
Gpptication, NRDDA subnits 0 copy of he completed application 1o PCD. Tlhis sfep

heging the ineake process o PO,

33 REPRESENT 3 HIVE PAYEE R ESTONSIBILITIES

Ao zanizationad Fepresentinive pasee must he able 16 meet the cuorrent needs of u]
customers, provide <ty members who are devescibfe 1o the caustomer, report cerinin
chirpes to the PaYing agent, and extahlicly AN aveonnting system that allows up-tu-chate r

dnnal reporting ta o fraving agend regarding the evstomer funds,
A pureeacts in g Hthaciary o ST anwd aeis un hehalf of the beneliciary, The [y e
IS revpansibie fop anything retated 1n henelits thar o capahle Benefieiary wonld g for

himeeii or herseff,

Coertain financial duties are regquived of DHS s o resudt of federal and distiies
lepiskaion. Some of these dutics have beon delegated 1o MIRDPA and 1o the residential

Facility. These duties and respansibilitics have heen incorporated ingo the Tdlowing DHS

Ftnancial policy:

DHS FINANCIAL POLICY #1

FHE ROLE O 4 REPRESENTATIVE Py YIiiE

V9IS THE POy oF THE DEPARTMENT OF HUNIAN
THAT 01wy SUPPORT AP
REQUIRENIENTS FOR THE ROLE
FOR THE <Oy SECURITY
INCOANE BENEYYTS PROGRAN,

SERVICES
COMPLY  wWiTH ALL
OF REPRESENTATIVE PAYE)
AN SUPPLEMIENTAL SECURYTY

Bt s Palivies i e [T PTTPN




IN

ACCEPTING THIS ROLE, THE RDEPARTMIENT OF BUNMAN

DIVISION, 36GREFS 10 THE FOLLOWING CONINTIONS
REGUIREMIENTS ASOSET O rorry NG S0CIAL SECURITY
ADMINISTRATION DOCUY HENTATHIN,

SR g, nn

X!

0

8]

Q

Determine the vistamner’s needs and e (he Fayment to
el thuse neads, VRDDY has buien delegated  the
responsilidine af delermining (he custemer’s neceds and
developing an e ividual tnaneiag phan for the customey.

Leave uny meney Joft afrer meeting fhe ciirent necds i a

SUPEIIT init-rrsl—h:-;lring dvconnt,

Report 1o Queiygl Svearity chinges or ¢vengs that veuld
alfect the cusiomer's cligibility: fur Benefits, This
Fespan<ibility: has heen dedepated 10 NIRDD &

Keep adequate {ECIRTing records of 50l Py ments veceived

el hon hey sre SPenlandier Gived,

Provide henei mfarmition m ot sepviee Aanencics o
medical facilities that cerve fhe henelieiiry when requestod.

Help the cuvinmer 2et medical ireatment when necessiry,
This role has heen delepated 10 MRRDDA and the resideniiai
faciliny,

Natify the Paving agent of any changes in ClrcHmstanees
that would affect the paree’s ability 1o perform.  Thig
Fespremsibiliny has heen delezated to NIRDDA

Complete and submii (s Social Sevnrity al reguired written
furms and repaits as requested hy NIRDD A

Return any henetits 1 Surial Security that 1he Cusliier s

Bt entitleed ro.

AY IRl A s it e coastonaer 1 establich and disciss o
budpet. MIRDDA develops this individoa Pinanvial plan
And e cupy s forwarded for the PCD files.

Spend the CUNTOMEr's PA s dJecording 1o his/er

individoad financial IHan,

G Vv el innd Iy, EHENEIS RETT |

SERVICES, ITHROUGH TS PAYMENTS  s\p COLILECTIONS

AND
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HRRIR

The Following

o Mo custamer dies

< W custonwer oy es

G a enstomer marries

S Ma enstumer starts o STops warkins,
eYen the carnings are small

o Hacustimer ciprs or SRS receiving anodher
HUVCIRIMCRT 0rant o the smonnt of

[ I T e Fanedo 5. R R B T B LI itra

I-Iiaa

= el the costumer file INCHIE LAY Feluras,

DS e g Pepresentilive payee. mav nat do the following:

»

-

changes nnrst he repurted 1y

Sian dezal dociments, siher han Seeial Seeurity
thocwiments o ather Baving cipend ticnmenis, on
bebal ol 2 costomer,

ave legal dauthority ovey 3 COStAMICE’s  engped
DN, penshone,  or HUY dnceme  {rom ntside
sevrees nnless speeificalh desivaated,

Usea custamer's PA faneds for any otlier persan or

For orpanizatinnal needs,

Spenda custamer's PA o Baorial finds in g way thal
would leave him oy her withaon NeCesvary fems o

SPVIces,

T g cus o'y funds in an aceonnl ot dv.ﬁign:lh'—d
Yairihis purpose.

'se a costoiners designated  harial  Tunds fnr
CUrreni necds.,

L'se g Customer’s PA Tuwds  for st ol care
reimbuarsement,

Retain any custoner PA or burial fands opee the
benelichinry leaves the MRDDA Program or dies.

all paving agemis Tor all Creslome




antiher grant changes

= Mthe dedomated fepresenbitive paee

changes

P addition. it u customer is PCCCtV g S5 psyientes the follon g must alsg hye

aceemylic)ied
Repart if a customer moves 10 vy from o haspitai,

C.
marsing e, or ather instimting For o pering
exceeding 18 davs

o Report if o custoner has Y clkinge inincome or- resaurees

o Report it a customer hae fesmmrces that exceed $2.000)

o Provide an anna) review ol financin) clipibidity,
borm S8SA-8282.F

PUD hodd adapied o general financial parliens rediarding the level of wevonntubifity

anrd record keepina:

DHS FINANCIAL POLICY 22

STANDARDS OF o CCOUNTABNITYY AND RECORD KEEPING

IT IS FTHE POLICY OF THE BDEPARTMENT OF HUNMAN
SERVICES 1HAT ¥y WILL SUPPORT s\ COMPLY Wiy AL
REQUIREMENTS I'0OR A DEQUATE INTERNAL CONTROL OVER THE
RECEIPT AND MANAGEMENT OF MRDDA CUSTOMER IFUNDS
MANAGED BY pps, INTERNAL CONTROL POILICIES  AND
PROCEDURES WL COMPLY Wi H GENERALLY ACCEPTED
ACCOUNTING STANDA RDS.

AS PART O 115 POLICY, THE PRINARY RESPONSIRILITY
J o RICEIVING, LOGGING, yx\p REPORTING ON CUSTOMER
FUNBS IS YO BE HELD BY ONE INDIVIBDUAL, Wi REVIEW AND
RECONCILIATION PERVORNED By ANOTHER INDIVIDUATL AT
THE SUPERNVISORY OpR MANAGEMENT LEVEY

SIS etz Vg R T O T VeI LN T BEU Rl BT Pam 14
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AS PART OF THIS POLICY, TR PRIMIARY RESPONSIBILITY
FOR DISBURSING, LNTERING, AxD REPORTING 0N CUSTOMER

FUND DISBURSENTENTS ISTOBE HIF LD BY ONEINDIVIDU A L. WITQ
REVIEW ywp RECONCILIATION PERVORMED By ANOTHER
INDINIDU AL oy THESUPERVISORY ORMANAGENENT LEN)T,

AS PART OF TS POLICY, REGUTLAR AND SUFFICTENT
AOCVUNTINTG !Hi!'f}‘\'{j]i_}.-i'f'}{)f\'S WL B PERFORMED 47
LEAST MONTHLY ON )L RECLEIPTS yxNn DISBURSEMENTS O TO
THE EXTENTY NECESSARY TO PROVIDE ANDEGUATE ASSURANCE

AT RECORDS SRE v Ot rarE CORRECT, AND THAT
CUSTOMER FLNDS 4 RESATEGL A RDED.

IN VivdH o, T CUsToveR FUNDS Wi BE RENVIIWES

AND RECONCITED BY vy I PSIn: VOCOUNTING FIRM ON Ay
ANNUATL navig

The fesponsihiteies gl

Procethares idennitied

the vequirements of s palicy,

m this mumnn) have heen nlt'xi;_:ru-(i Ty p13e g




I-. DIFINIFIONS USED N THIS MANU L

Civvtonner - The iadividna whn has

een Sl 10 ghe MRDIDY Program aned js

sdor the vare of the Department of Hirman Serviees,

fovid fncommpetonee - This ter pefors naa ihcivian by aceomrt ol o thavt an actuli is

wialde to munage his o her atfairss AT costaner s i the MEDDA proseium hinve hived a

determination 1l they wepe mentally iaaltded by the 1ime they were 18 vears i, und

ane ol them, bt o sl have heen declired benally incemperent thiremgh  cou

proveedings,

Lovad Curdion . Somenne who Bas bween ap winnted by g court of law a have
gy Aateerdlinn | A

espars it for an adult whe has been declired lepdly inconpelent. In smne forms of

Tepal gmdismship, i1 refers iy g Fespansihilitey: For e financial Tairs of the

I PCTe R adolt, and does not cover other responsibilities,  1g s ned necessary (o he

appointed as o lega) suirdian (o be the representative pavee for a Beneliciary.,

Custody - This refors o il controd und care of the persoan or hiséher assels.

“Physical custody means thay the custiner avhnlly dives with 1he person who has custody.,

CLegal costndy' eans that a conrt s phiced an individoal in the custady ol ap

individual, institertion, or other ageney. One persan g Institution iy have physical
citstody, while another has custody over gsoes, Femporary changes in custady for
vacslions or shopt Ips are not cansidered o changpe in cuslody it the customer is cxpeeted

Tieietiven 1o nis o hpr ovizinal custodinng,

CIRTHE U e, HE I N
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Porver of Anarmor - Thic e g Jepal drvangement in which a Prsan 2rants someone

else autharity to sjon legat dacements ar malee finaneiul Pratsactions for him or her, It is

et the some us a cordinnshin, Bevinreg the porean wing TS soneene ofse power of

Srterney hus et been fonmd 1o he Jezally incomperent, Custeaners in the MRDHDA

Progranm cannen orant povers of attorney he

duse of Heir {h-ci;n;tlrd muental dis

abilitics,




il. NEW CUSTOMER INT 4 K

AL NEW CUSTOMERNIW INFORNIATION INT WL OWOHART

A Tt ek dppears on rhe following Page ha demaenstrates ihe {low or
It e and Fesponsalitiny fue POIYs intabe af e SR cneromey where DS s
el as the represenintie e Ploase refor o ihi ohop #5 Yow read the rest of 1his
chaprer.
Fhis flowehart con s hath the Jotalie of e cuctiomers, and the infake of new

Fnforasstion alun an g MRDDA custamer, soch as:

Change in residentiag Favitity tcation

Changpe in ehigibibiny Tor a financial PHoviram

Change in Medicaid stangs

Customer whao leaves the program
Customer wha dies

1. INTARNENEW INFORM 4 TION STAFF RESPONSIBILITY

When 1DHS apphics Tor and aveepts responsibility for the management of the
Financial resourees for a MRDBDA CUstomer, it acynires ol of the responsihilities identi{jed
i Chaprer 1 of this mannal, POD s the branch of DS that aanapes this responsibiling,

These responsibilities hovtd be review e ag part of tnderstanding (his chapter,

AR RE B ERS TR W e, I its Ll el de dnal P e Mg M 1§

Ugeelinted: 22203




Dsert Mo elani




BIIS his aebupted o Fediey resarding the reeord Keeping for the MRDD A CUstunIers:

DHS FINANOCIY), POTACY 53

RECORD KEEPING REQUIRENMENTS

IT IS THE PoLCY OF THE DEPARTAENT OF MUNAN
SERYCES THAT AU RACY IN THIE COLLECT] ON,
MAINTENANCE AND REPORTING OF A1 MRDIBA CUSTOMER
INFORMATION IS NECESSAny,

AS O PART  OF  Tii18 POLICY,  THE PAYMENTS AND
COLLECTION DIVISION WILL MAINTAIN CUSTOMER RECORDS
ACCORDING 1O CUSTOMER SOC) ) SECURITY NUMBIERS, AND
WILL  MAINTAIN LP-TO.DATE  4ND ACCURAYTE CUSTONIER
RECORDS For sy DTHER INFORMATION NECESSARY FOR THE
SCCURATLE PROCISSING AND S REPORTING  OF CUSTOMIR
FINANCIAL BATA,

AS PART  OF s POLICY. THE PAYMENTS  aND
COLLECTION DIVISION WILL TIVELY IDENTIFY. RECORD AN
REPORT THIE TERMINATION OF THE REPRESENTATIVE PAYEE
STATUS FOR yLL CUSTOMERS w0 LEAVE THE MRDDA
PROGRANMN.

PCD has the prisvaey responsibility Toy nenaging wl MRDDA customer Minds when
DS s the representative PFaree and oy deleasre some of this responsibility, but muss
adeguateh oy erser andd superyise wll delesated (asks tPuolicy #1),

Yo meet this Fespansibility, DTS has sdopted o policy that al) intake information or
cluinges instatus infornnion Feccivad from MRDDA must be in writing and that one
prerson in PO s Primarily responsible fuy npelating andd maintaining an automated
econnting datahase paper fikes for cuxtomers. The «ane person s alse charped with
feeciving information for CIEomers whao are deceased or who are no bonger in 1he

MINIAL I LRETETETIT S e s Slhoncema g Pl NEH TR TN PR
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prograne. When his infornutiog is received, the costamer Meounts are clased, funds ore
dixtreed and the nime is renever! from the nere Aeconnting records tPulicy 43,

The PCH wy persen with primary intakefnew sformaiion responsibibity is an
Avenuntant, & Sepior Aoverrtant vworks with the Veranniant i Wentify and resolve isstres
rotated 1 intake formation and clowes arcnunds for Terniingted visiomers. Fhe Senior
Aerearntant is il Fesponsible Ffor peview g the veciilentin) Facility  custoaner hank
ftatenients forwaedod by MRIDA. ah individials report 1o 3 Manager,  Jub
rosponstbilities for ¢och Paesition as ey rodiate 1o ek “uhjeet are found in the chiagiers of
this manual.

Fhe Aeeountant hos the Following recpons ihilitics related to customer intake and

rew intornstion:

~ Revvives ail applicaiion forms for pew MRDDA custamers under
NHS Fnanciai mangzenient.

= Sets up and muaintaing pagrer files for alt customers,

# Maintains an aveonnting database ol ali corrent and Former custinmer
information.

Z Informs MIRDDA when new informastion indicates that o chunge form

i5 regpirired.,
~ Reccives and records af] changes in customer database information,

~ Fallows-up on information divating that a customey has heen
huspitatized to determine il cost of rare payinent should he changed,

2 Promptiv removes ek stores il o actjve vistomer paper files,
The Senbor Accountang has he Tollowing responchilities related 1o intake a0 BN

trfurmation:

REFESEIRR I LT T NT N et it Palicies I IE L IFEFIR Sl
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v/

1he

information:

Pevindically  reviews paper files and seounting datahase files 1g
determine that al dary e HP-toeelate and correet,
thppdinting ey regarding castomer

-t

Resulves siunifivan Feseaecly oy
fata,

Reveives and rerjewns resicleniial Facitisy vty hanl seitements

o costermer Tunds thut sre forvarded by \IRDD A

Recebves revidons 1o he annual 1P a0 Hpdades the costoner

Aeeannting hulahase as o the dare of the plan,

When natificd or 4 ileath by the Aeenuntant, Hiely processes the
distrihiting of Tieds forr theceised CLESHNTIeS,

Warks with 1he Aevintant 1o cantact MEDBDA recardine CUSTOEy
Ll =

thta when NeCessiary,

Manuapes spreial projects desizned 19 sither costomer nformatinn,

IGEITIRTINE Hivieney, or decrcaee ifliculiies winh Manseing cusiomer

infornation,

Pravnpily chanaes (he statns for Al non-actjve vustedaners in (he
AN e

vostonner datahace,

ALmager has (he foilowing Fesponsibilities  related 1o intake ang

Alang with (he CrFo, cetithlishes  standards for costomer daia
o :

Mancial recard Leeping ihat are cansistent witl oo SeCoUnting

Fecord Keeping practices angd iivternad control Fegurirements,

Faclitaices commminication betwern PCD ang MRDDA regarding

Updates t cistamer s,

Reviews ihe N Receipis Starus Report for all new customers, and
thetermines wha actinns <honld he Liken on new vhlxbimers whnge

Feds have gt Yet boeen yeceived,
Reviews all Coustirmer Pig Reports prine distvibuniion,

Regdarly meets wiph MRDDA personnel to Feview the {inancial

HiniRement of customer fonds,

ey
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i INFARNE/NEW INFORMNATION INTERNAL CONTROL

IS hus adepted a written policy that the PN ment of costomer funds wndder its

“ontral s representative paree will complv wigh grnerally aceepted deconnting standays

B ddenynate internal contral (Poticy #23,

Adlvipuate internad ventrol s er infurmaiion infile Pivrediires reguires thal g <inple

persan e vespansible for inike Infoarmation. coctamer infi; mation chanoes, ang paper file

BEHazement s that erivors and v valinesses in Processing this infmermaton can be more

castly idemificd and corrected. Ta mect 1his Feguirement, an Avennmtang manages ajl

imalie Dadiraniion. deposite and tlishirrsenente, The Aceonmiang Feperts 1o the Manoper

vl works closely with 1he Senfor Acconntant in wrder o maintain aceuraie customer data,

Adeguate internal contre) requires that PCD canhiish control over financiai

information as <eon as a Pperson hecomes 3 NIRDTD A vustomer snd s deternined (hag

PO will be the represeniative pavee. To mcet 1his refuirenent, NMIRDD A furnishes a copy

of the costamer’s Minaneial Application Form ang Indtividnal Fingneinl Plan (0FP} as sonn
~RIGan arm =L Fmanaial Plan

as the person hecones o vustomer. Copies can be found in the Fovme and Reports Index.#1

and 20 Nmong other things. the 1P indicaes whether the costomer can Darticipute in

histher own finaneial DLuvroenient,  If yhis rlesiunation is indicated, the customer ity

e b 1he clotahgepe s codled with the fdaie and 1hen -

reciive checks ettty and the 1FP .

~elT I the customer is ot Jesipnared to receive fine directs. eniy the dute is tntered,

POD nves adicklor SEElem and o menihily N Revreips Stitus Report 1o regularty review )

AL R Ly Tichmner | RTINS Marinrenen: Mali - HEH S TR RABMIEN
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HEM Custoniers aad o Fatlow.ap when fupds ape ot received in g ey manner, 3 copy

van he foned in the Forme and Reporis Indey- =0,

Sloguate Bternul contig) Fequires that oM oo fimandal infornimion he in

Taranect 1his Feginrennent, MR firrnishies a New CustameriClianoe Form that
e M rA fiange Form

wWiiting.

indicate ) ACLCssary custemer finnnein] mformation e the 1ime of intake and

sitheequent g vhanpes that e vequired to be dacimened . This torm is signed by the

R IR ter and approved By o MRDDA SUPpervisers A capy can he Found in the Forms

and Weparts Tnidex-2F. The Aecountang receives  (his Iformation, reviews the

anthorizaiions, shinins Manager appreval when eeessarys makes all datahase chanpes,

and tles the documents in Hhe customers file fulder mea dimely manner, These procedures

Areexphidned in greater detail in the next sectinn,

Aebeguate internsl contral orer the custimer’s finnneial PLSOUICeS reguires 1N

POD he Nurnished with a capy of ¢iely CHETOMEr’s annnal P ance it is updated, Ta meer
(EN I

s requirement, NRDDA fornishes a copy of the 11°p ueean stnineal basis Honvediaiely

dfter the update. The Seniar Accountant receives the revisions to this docunient. enters the

chate of the plan in the cslomer database, and files the locument in the cuslomer’s fife in a

Hiely manmer. The Seniore Svcountant aley Performs reviews when special dishursements

Bre vequested to determine iha the Tinancial plan s betng fullowed. AN ciscrepancies

DueTween special Yequests and financial plans are reported (o the Manager,

Ndeguate internal contigl Fequires that all castomer files are amanintained up-to-daie,

that al) documents related PO & customer™s fnnncin tffairs are tmely filed, and tha these

{Gles are maintamed i g SECUTL IMNNer willk avess limited 1o those individuals who have

need to view 1he files, The 3 cenuniant s charocd with fimely customer file HIEICTRTIT

it nnd Proocelisg [N FATTPN |
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Customer Iiles are kept in g facked fite renny with aeecss only 1o POD persennel. Fhe
Accannnint, the Senjor Mecintant, wnd the Aamaver hase Feve and are responsiible for o)

ndividuals whn are e decyss,

D, DESCRIPTHOIN OF INT A RNEW INFORN A HONPROCEDURES

When it new constoner e At ed o the NIRTID A progranm, MRDDA completes the
Fonding application forme, H BHS s v be 1he represeniative pavee, a vopy of the
Application Form and  the YOsTamer's initial P are forws rded 1o PCIL A New
Cu.«'1urm-r;'{'h;mgv Form Hecampanics these, showing custnmerts mame, SSN pesidence
fecation. caxe HErager. sonrce of funds, Vdicnid cligilihine, ang anticipated distributiong of
tnitial funds. The vase nunnerer and a MR supervisor sign this form.

These New Cuslnm-:‘rf{fh:mge Forms are received by the Avcountant, who rhen
enters ol requived information into the acvounting database and Prepares a new customoer
file. The databuse maintaing the tollowing information:

Last Nae, Fiyst Name, Middle Injial

Residence Location
Medicald statustdate of 1 verificafion/eustomer waorks

Medicaid number

Provider numbey

ARDDA Name

Customer Socin) Security Number

Claim No., which niay he a parent social seeurity mumber, if applicahle
Date of Customer Finaneia) Plan and desipnation for mailing check

I s NHssig nn the New {'u_\'inuw]‘;"fi]:mge Form. the Accountan Cuntacts

Sheennoal Pulh s i e e s YAl




W Cnstamer in o the aceonnting datalnse with 4 Custorsir prodile, a omnin iweeount and
three subaccannts ue Neviled, fe, PA, CCoand BU. Ty Favitinme Fullos-up, the customer
Mame iedse oups 1y 1l moithIy No Receiprs Seagne Riport, Onee the infurnntion is vitered,
Hee Tile ds plaved §n g TPending” location avaiting the Tirt cheek [rom the funding sSTrce,
with 0 notation of he ariginal application late. The Cpending” files are reviewed ance a
monthe I cheek has o bueen received within 60 thiys from the Application daie, the
Sheconntant conticis NIRDD A to Tallow ip,

oo check has not heen received within vg days from the application date, the
Accountant contacts VIR DDA apain, The Manaper My instrict the Accountant (o maie
addd i) Fedlow. ap calls win vither MRDPA oy divectly 1o the firnding agency.

The Accommtunt docs net make uny changes in 1he fstomer dafabase without o
Properly sathorized Now Cnslnrm-r!{’lmnge Form, When changes oceur for an exisiing
customer, MRDBDA provides POD with & New Clasmmm‘f{‘!]m:rge Form and MRDDA
rolinies Fonding sourees and Maodieaid, ir applicable. VWhen personnel at PCD heecome
aware of a change that has not yol heen dacimenied, NIRDD 4 I contacted with a requicst
for a New Cusinmcrf{‘iumgc Form.  Afrer 1he changes are entered into the customer
chatadase, ang reviewed at the epnd of the month, the change form is [iled in the customer
Iile,

Fxamples of changes at muost be documenied are:

Change in costoner Bite

Change in costomer residence location

When a cosiomer js Iransferred 10 & madica) Facility for move than 18 dayvs
Change in costomer soree of funding oy clipihility

Change in costomer Medicoid vligibility

When o customer leaves the MRDD A Pragian

When a customer tlies

e Mg Fogs 26
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In siddlition, MIRDDA forvwards a vepy of 1he appraved annwad updute of 1the
castanwer's P \When ghis e nment s veccived, (he Senior Acconntimt updates the

databime, andd fihes the J17p in the customer file.
Fhe Senior Accountan alvo receives the Form FHS Pavability Farm} when

forwarided from the Limg Term Care Office, When s received, the CC amount g

vhecked apains ithe CC reimbursement hetng received from e customer’s funds, 1 ihe

amaunt difTers, the Senior Accauntang bnmediately potities 1he Long Term Care Office in

writing ol the dilferem e, Onee a rear, when cos of Tiving increases are received, (the

Senior Seeomntant nley netifies the Lang Term Care Ohfice of these increases,

i the Aceouniant recaves anadification 1tha A ckslraner hins becp transdorred 10 g

medical Tacility, hedshe aleg sefs the document aside a5 o reference when preparing CC

payvmenis. The Aceountant s con<ull MRDDA 10 determine whether or nnt the

Customer’s stay in the medical facility exceeded 18 days so thal CC Payments can be

adjusted.

If the Acconntant receines notification that PCDH s ne longer the representative

yuree fora cosiomer, hefshe requests g New Cm‘iu;m—r,’Ch;trwe form and netifies the Senior
[ EEER : i =

Avccountant. The Senjor A veonaanlanl is responsible for ubiaining necessary decumeniation

wnd far fHiliating o tmely dishursenment of (he crsbemer funeds 1o the new representative

payee. Detailed instroctions are cerilained inoanather chapier of 1his mamrd, Burial

Flimis_a“'l'urrm'n;iiirm il Staius,

It 1he event of a athe in addition (o the Neaw Ci}_fruanrn"(fh:ange Form. the Senjor

Acvountant mnst obitajn a Capy o e cuastomer's deatly certificate from NRDDA oy from

SIRT T i Tl e Pelivi . oag 3 vl *iae 27
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Vit Stoticties and phice it in the customer file, Vohen a customer dies, the Senior

Sevennrant confirms that the final eapenses have heen i, then dishurses Y Feinaining

Puvids 1o ahe DS Curporate Conmsel's uifice aned remioses the custenner file from the active

tiles and places it with othey iactive customer files, 4 the vame time, and after all funds

are dishuraed, the accounis in he acenunting dataliase for this customer are made inictive,

Detailed insirnctions e conlained i amnher chupter af  this mane),  Burigd

JT1i]‘;Ii.‘i.-'r-r{'l'l‘.llill:liinll ol Statos,

Gencral Instinctiongs for aceessing the acenmenting database s provided in the Indey
R IS TrncTinges =

vnder Computer Instruction AL A detailed deseription of data entry Protacs) For
Lo2Hlacel For

MEDDA-PCD Names Entry inr the deverrnting datihase  gnd instructions for New

Information are previded in othe Index under Computer

Customer St W hanaed

Insteactions #8 and HC,

I MONTHLY INTAKE/NEW INFORMATION RECONCILIATIONS

The Accountant is responsible for (he accoracy of Gl costomer data information in

the acconmting database. 1 a situalion oocurs where major research or updating s

regyuired, hesshe Yrquests assistance from the Senjor Acvountant. Al New

FU.qmnvr,-“lfh:mge Forims are <el-aside in o reparate folder during the month as they are

citered it the customer databice, Atthe end of cach manth and prior 1o puldishing any

Fepurts, the Accumant reviews the  darabace  infurmation against  the  New

Customer/Change Forms for deenriey hefore the forms are filed in 1he customer files,

I "!:zf':;:r'_l wear Madinic e 540 Povaalhinr- 2y
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Hihe Seconntant determines that fneas reet information has been supplicd, ar that
information is missing, it is hisier responsibility o contiet NIRDID A abtain the missing

infornition, el npelate the aveannting datahase,

F. INTARENEW INFORMATION REPOR TING REQUIRENENTS

Fhe svenumting dutabase mg e Be avemrately nrintained, The vreports printed at 1he
end al cach mwath st refTecl HEnew costomers ol wi) vhimges reported during the

masth. This means that 2l pew viestemers sind all chanpes e wcciralely entered g 1he

tataluise as vonp as the infarmating s received,

Atthe end of cach manih, 5 No Receipts St Repnrt s preparved in Exeel Hsing

the mnst recens depadit informetjons, Pretaibeg? MI~Trtctions for Producine the No Roecvipts
w

Status Report are Pprevided b the Tadex ender Compuater Instrnetions #D0. Afler review by
the Manager, this report is fi'rr‘;m\';1|'nlz-{f to MRDDA as coon as passible after the end of the
month with a geguest oy MRDDA (0 research why finds were ot received,  New
customers will appear on this list il the cheeks Begin to come in or information is
received that the customer shonld ol he expecting tunds, The Acconntant will nate this
indormation in the customey datiahace,

system fodr new custamers by Keeping their files

The Aceauntang nuindaing 3 telilor

e pending™ location uniil the st cheek s reecived, When the vheck is veevived, the fije

i placed with the other corrent custesnier fifes,

The secnnnting datihaee ANTem gnrovides 3 mentarized report catled the Costomer

Data List thar venbaing ;1) imfermation Fesarding  custamers, e, custnner oS iee.
Ahrbta Joisl i g :
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Medivaid {=IE;-;Iéi_;-|'fH}‘, Moedicaid 1D MNumbier, Pravider Numher, Case Manager, Sociai
Sveurify Numiher. and Clajm Number, When CToner heveies mxctive, histher finids
are ditribated. and hisher fadinve hecomes zern, A his e, 1he custamer is codled
Traetive’s Inactive enstone Ao net uppear an this poerle A capy can be found in the
Forms g Reports Toilex, 51, The Mecauntant s responsible for the aceuracy and
completvness of tis information.

This repart is printed Dy sebeeting the report from the Memarized reporis list, 1t s
eXTreaely oseful and can he ueed For a varivty of nevds by selecting the available columns,
then converting it 1o Fxeel, refermating, and coriing as needed. The Gile of the report can
o be customized in Eyveel.

Dnce a maonth, the Marager shoulel Brat 3 cistamer Net oand MSC L o review (he
dernraey e counpleteness af e atabase. For inctance, the Manver can use thig report

o detvrimine:

~ That decensed and ne Foniger active ciuctoner are being timely removed

Fram the active ratabase,
7 That Medicaid cestoniees are nnt escecding their finaneial celding limits,

~ hat s e being received from VIRDD A and the dates are not uld,

JJ::_i_'-: Kl
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HY. MONTHLY Ry CIEIPT ) CUSTOMER FUNDS

AL MONTHLY RE CEIPTS FLOWCT) 3 RT

A fowehary s an the Fslhiwing Pze thal alemonstraies ihe {flow o

infermation gnd espnsibitiny fur PO e Ssthly receipt of MRDDA costamer funds.

Plesee vedor te this chart as xou read he rest ol this chapter.
Foads come rom <everai SOUTCS:

S Y utanustic Depasits inte ihe PCTY cnstamer Firnnds aceont,
hotly recntay monthhyv amonnee pecial Tomp <tom ehiock s

o Munudl Checks fron Mmafing snirces, both vegntar moenthly
dHnaunts and specin) g sum checks

S Manual Checlis from residential facilitjes payable io the DE
Treasarer My Boriid funde and vetien of Minds far decensed

customers

o Manual Checks g onsler Nimds from  (he DHS repular
citstamier funds secenrt ey ihe DHS Cusiomier buriol funds

acceunt

o Mannal Checks Parithle 1o the DO Treasurer from refatives,
ricnds, and myjee, sources. These manual elecks may be cither
vost of care reimbursements oy 2its that are classificd s
Bersonal ailos e

S Interest Earned oy vistomer fands on depaosit i hanking institutivns

This Mowehng g cos S all st these v s, Reosardlecs of (he souree, e funds can

Lo

only be clssified in three calegaiivs:

Mapr 31
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PA: Funds that are givert 10 the costomer 1o COMer perconal expenses,
friletijes. come cluthing, vacaiinns, sifts, vte. Interest an PA Tunds is

classitied as P4

Funds that are need 10 parttathy reimburse for (he C1ist

Cost ol Care Funds:
lscated g cither Moedieaid

ab cire howsing, Thewe s Are
Peitmbursemenis oy M- Medicaid, based on (he customer’s oligibility,

Buris) Fonds: Funds that are <ot avjde 1o pay for burial expenses fur the
These funds are biokien down e vither Medieaid cushinner or
omer fonds, Inierest ap Burial Minds 5 classified as berial,

CENT e,
e Aedicaid o

e Prenedliees Mg
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11, MONTHLY RECEIPTS STARE RESPONSIBNILITY

Whean DUS applies fur and steepls respansihility for the namigement of 1he

Fnancial resourees of 2 NIRDD A custemer, it avgeires all of the responsibilitics ideniflicd

H e New Cistomer Tl chapier of this nnad, 1 e vesponsibilities <hould he

reviewerd s par of mndlerstanding 1his chupter.

DITS has adopred o palicy thar when DHS v the Fepreseniative pavee, PCI has 1he

Primury respensibitity. for managimge all MRDDA  cpstomer Pomds when it is e

Fepresentative payee and may delesate some of this Fesponsilulity, hui megse adeguately

vroersee and supersice a) defegated tasks Policy #1000 To s this respoasibitity, DHS hus

stlapted aopolicy tan ol vustomer fundy are 4o e depasited into o separile iE]h‘i‘tsl-h{-m'ing

bank aceannt and ikaged separate from DS nds i) avenrdance with Social Seenrity

Palicy tPolicy 41).

The Accouniant is respunsible for receiving, recording wnd ASKIPING Ccolenorivs 1o

these depusits (Poliey 823, Hefshe makes contaet with MRDDA when necessary e obiain

missing infurmation regquired to properiy Giteparize these deposits, The A veounlant refers

2 homp sim ehieek to 1he Senior Avenuntant vl is responsible for the aecurage distribution

ol the Tunds.,  The Senminr Avenimtant s revicw the 1FP and the award letrer lor

distrihution informatinn, In 1he exent that there i< o vandlict regarding this distvibution, the

Bastre s presented 1o the Mamnger who resolves (he issne.

The Aveountaon has 1he fillowing respunsibilities related to e thly receipts

information:

AL Pedivies ssd 1o s Sl
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~ Receives and caters inio e acconnting database af) maaeal checks
for corrent MiRDDA Caslmerss Recdives, enters, and projperiy
chassiflics all checks from miscetimeaus senees, Refects uny burial
set-aside fondy that will vaese 1 Vi, sl eBont 1o exceed theiy Byriad
sel-esdde s,

< Deposits ol mannai checks wna dailv hasis inte the appropriate
separate bank accounts maintined by PCH exchisively for customer

Funds snd vustomer Baarial Funds,

Refers ol tumyp sum dhistribution ivvnes 10 1he Seninr Accountant.

.

Makes entries  into the  cnstenmieg diutabise  hased  on writien
distribition prepared By the Senior Accanniant,

£ Maintains up-to-date  inforomatinn o deceased  or terminated
cusfenners and returng checks it are received after termination of
the pavee statgs

~ Heviews the cisstemicer fands hank sEatement and enters ol Aulamatic

deposits for MIRDDA CUSers inio the accatunding database,

~ Reviews automaic deposits fop 1y Dands received for ferminated
customers and idemifics that g refund s reguired and issues rthe
relund,

- Regniarly reviews avcenming datahase infurmatiog against incoming
cheeks for errors updates as needed for complete aceuracy,

- Preparves and thistributes internul munith-end depaosits journal entry
A timely basis, Prepares special reports as needed,

- Prepares Menthly reports for review apd distribution to MRDDA

Pegarding the receipt of custoner fonds,

The Sentor Aceountang has the fllwing  responcibilities refated 1o munthly

receipis:

- Reviews the manthly  deposits jonrnal cRiry prepared by the
Avconntant and vempares with moenthh hank starement.

7oAseertaing that interest e hetng virmed an all vasinmer funds op
Tepasdt with MRDIDA. Prepares smd enters all erest enlrics 1o
customer fund aceonnts g g monthhy hads,

Angeieal Palii < ool Pooa] gy e M ERTE




N

Determines distribution for Jump cum chiecks after reviewing the
avaved letler aonid elicnt recerde, AN fverres ore reviewed and approy e

by the Manaper,

2 Prepanres o bank reconciliation for ciisteanrer fund  ecnants nxing
depesit data and resalves gl o sl Balance iwues, Delivers the

recanciliation 1o the Manager,

Manupes special projeets doestanad 1o hmprove Aeposit muanagement,
tprove Hicioney. ar deerease Bitficutties with NEINLing cusinner
depovits, Prepures special reports as necded.,

The Menager has the fellloneing respunsibibitics veduted 1o iy veceipls:

Alung with the CFOL corabliches standards {or costomer manthly
Fecupts vecord Keeping that are consisient with penerally aceepred

Al

dceeunting stadords wnd internal control reguirements,

~ Reviews  the  hank Fecnncibintion as  prepared by the Senior
Scvountant and determines that ufl oul of hulunce items have heen
resalved,

~ Reviews all reports priov o distribution outside of PO

~ Reviews costomer circumstances to delermine if sutomatie deposits
from ibe tuniding sinerce wire frasible, 1 50, tikes all NECessary steps to

cstablish an avtemuatic depasitinie the separate PCD cusfanier funds

HCounl,
= Reviews unusoal depoxit sitsrations with the Accountant as they secuy

and  makes  decisions in accordance with  generally accepted
aceounting principles and internal control requUErcments,

C. MONTHLY RECEIPTS INTERNAL CONTIROL

IS has adapted 3 wiitten palicy 1hat {he managerment of costomer funds ninder jts
i . =
contrel us representative payee witl comply with generally aceepted acconinting standards

For adeguate internal control (Policy 525,

AIRBEA PO G estier e M, e 1
I,.|]!'];,1f!’]: ZirEad




Advguate internal vantrol oy deposits requires that sl eustomer funds be gt

separide amd distinet from BHS Tonds and that interest ie carsed and posted o e

vslemer seconnts asenthlve Foomect this coquirement. PO has estihlished 1van hunk

tecatnts il Bank of Americes a eogalar interest-hearing customer fands acevnnt. and a

sepirrate interest-hearing hoayisd funds account.

Adeguate Internal canteal v o thepasits reguires that a single person be responsible

Fordeposit information so thal crrers and wealknesses in Processing this infarmation can he

more cisily ddentificd and corrected. The Acenuntant hus been assivned all depasil

rosponsibilities,

Schiuante internal contidd Fequires that someene other taan the Acennntand review

Al depos it information on g manthly basis. and that the deposits and bunk sttements he

veconcifed monthly with 1he varresponding entrics into 1he penerad ledyer system, To nuweet

this requirement. the Senior Aceountunt receives the month-end bank <tatement and a

deposit journal entey from the Acesuntant and conducts g manthly  reconciliation,

inctuding a review of back-up documentation, AN vrrors are corrected immediately and

New reports are printed i necded. Aer the menihly reconcilintion, the detailed backup

documentation is timely filed in 1he customer's file.
Adequate internal vontrol reguires that PCD establish contrsl ;yer depuosits through

antomabic deposits from the Funding soinrce whenever possible. To meet (his reguireiment,

POD works with the Soucial Secy vily ebmdnistration and other Funding sources ta convert

all custemer funds 10 antomatic deposits as woon as possible alter a persan becomes a

vestemer. When automatic depasits provedures beesme available through wther funding

sources, the Scvountant makes appdication fue this provedure. The Munager is responsible

Mlamnponn it Fodivhes nmd P eihisees Masanl I A7
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By veviewing il caming vuarnal chieoks and Taling steps to establish amtomatic deposit

=

w sen possibile,

ATegnate sternad vontrol gy fepasits roguires thi ot it <um distribations he

nowriting and  spproscd by the Manager. T meer this Fegirement, lump sum

distribulions are referecd 10 the Senior Accountint whe reviews alfl award letiers and

vitoner Bmmeial data, The costunier musi o N the saoathly allovanee for ol miersths

icladed in the lomp sum avoerd - belore Taneds are allacated  to vast ol care. This

thictribntion must be reviewed and approved in wiiting by the Manager, The Accountant

reccives the disteibiition and makes all aceounting dutahase enrries,

Adeguate internal control requires that ol neoming en<tomer checks he copicd

prioe o depasit,. To mvet this reguirement, the vedsuniint voples all manuad checks prior

T deposit and saaintains these copies for enury inte the uvcsuniting database, for manthiy

recenviiation, and for vear-end audit Cheeks that are aulumadically deposited do not

regubre copics because the bank statenent provides suflicient evidence.

D, INSCIIPTION OF MONTHLY RECEIPTS PROCEDL RES

{1 Receipt of Fonds

Foands are received in the torm of autantic deposits and manual checks from

Furaling sources. The autamatic deposite come directly [rom Fonding cources and can be

cither regular monthly pavments or TP Sum pavinents. 41 ether regedar and lump sum

receipls are reccived as manuad checks, These mameal checks con be from 58 or SSIL R,

VAL Civil Servive 1OSY) or other funding sowrees; funds fram refatives: or funds fram

MIRDIATCR Chistine s e Faye 3
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vesidlentinf Tcilitivs, The residentist faciinies checlis e transfors of amonnts 10 be peed for

burssd food set-asides o Tund Balunees o hen o vhislemer Js na langer in the facilite, AR

checks Dram vesidenting fhcitities must he nrode pavadile 1o the DC Treasurer,

Funds tram sefatives muay be dither cost of are reimbursements, inheritances, or
cilts that are classificd as personal luvance. There e 3 Fow sitrations where a custinier
st relative v arther geivate Fepreentaiibve ponee and Lhis representative puyee has made
ArFanLone R e parially reimthurse IS Tor cost of care, 1o other ~ituations, canrt areers
In sitnations where a

or oiher aerecnnts ovist which reguire A partial reimbuorsemoent,
Castorer reveives on inheritinee or g gl these Tnds sesbirectly 1o the peraonal allew anee
sevountand are med used for cost of care.

Burial fund depusits wre zencrated when fands wre transierred from a (RUETRNTHEY
decount. A burial fund depesit st he rejected by the Aceuuntant if the deposil ol these
Funds wilb cavse a Medicaio customer to exeved hisfher limits an burial funds.

When aomanual cheek is received. it is delivered 1o the A ceountant who immediately

reviews ol related data for me=xing information. These checks are copivd and deposited

dlaily.

W oeither 2 check or an autematic deposit is a lump suim ameunt, the Aceountant

refors to the Senior Accountant for distribution instructions,  The Senior Aeeonntand
reviews the costomer {ile and  inuncial recards and the award better. The Senior

Aceountant prepares a written distribution anadysis hieed anthe tinte pervied vas ercd frv

the award, The vastomer smust receive $700 manth for coch menth coneved. The Manaser

approves Before the Acenuntant ooters the distribiution iote 1he customer database, 7

is a delaxy in obtaining 1the distribution information, a temporary or LaLpense

UL LAG IR e cad Procadares M )
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vitogary, with a subseyuent covredtion. can he used sntil the correct infurnition js

receivert,

Far infurmadion vegarding the suomgtie enihly il Biss the Accountant erses the

aulemiztic Hink 1a the Bank of Amwerica viostamer Nimeds Grevone, Eoach woek, ihe

Aevonntant wecesses this acconnl atd downluads theposit detuils, At the e of the month

whem the link <tatement is reechved, he Acconntan obiains o copy nlihe hank starement

A crasschechs these deposits and enters any additiog lems into {he deetunting

hanthoce. This procedure is net el jn place hevause of «uftware ditficulies, and an

adtontic deposit information is tempaoirarily being entered at the end of the month.

H the Accountant has received any infermiation indivating that the costimer is

dectised, bas been terminated from the MEDDA prowiam. or 1he representative pavee

shtas hus changed, the Aveountant MUt et a manual check to s source and nol

deposit it, along with a letter of explanation. The onhy excepiion would be g stluation

where a residential focility is forw aring fumls 1o PCD fur a rentaining halance when g

customer hud dicd, In this cvend, the Mands ore deposited un g temparary basis and then

distrihuted according 10 the cequirement e forth in the chapter entitled Burial

FondsiTermination of Statns, 17 an autsmetic deposit bas been made Tor g teveased or

termibntbed costamer, a refund check must be dssied immediately, along with a letrer of

explanation. For further instiuctions o how 1o Bindle funds for decensed and Terminated

vustimers. see the Boorfals Fusads Fermination of Statos Chupter,

Hoa chevk Iins been issped by PED rsm vither the custimer PA Funds or the Buriai

Fonds sccenint and the check s veturned sncashed by the senedor for any reason, the clwck

RINES B DRI i Vi
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Is vaided the systom, not depacited, The vaidid check sovetained Tor review by rhe
wudlitors.

A depasilis e o 1he vostoange Funds secannts when funds are veceived, There
A ds ecennts el aonogalar tterest-hearing customer account. and o separale interest-
heaving accannt for burial funds, 18 there is a separate cheek Tor barial funds. the cheek is
Aepasited direetly inte the hurial funds neconnt,

20 Entey Toto Yeooontine Datalsce System

AEdepasits mna he copicd and deparited on the day received and entered into the
seconbing datahace system within a week, The A cvountag erters cach manml cheek and

coch autmnatic dhpodt for PA o] £ funds inte ihe Memorized Transaction Depnsit

Entevin the acconnting databave For the corrent nrenth, and posts it as one vy wlien
cumplete, The memorized tanvaction ety s far amounts that normally eecur overy

month. Because buriad checks ondy come occasionally und are deposited inte a diiferent

aocow, they e entered separately as o a Depoxit Transaction,  Detailed compuler

enshructions are in the Jndey nnder Computer Instrinction 41
M deposits must have a Class Coder 15 1he Tands for one cerstomer fne tae class

codes. there must be two entvies. The Acconntant is respansille for accurately determining

he class code. For instance. all custoners ormally receive 870 per month for PA {rom

s regukine mombly incsme. and alb other Minds are chissified as CC. CC must be

cither Moedicuid or Non-Nedicaid, A vastomer canol be both Medicid and Non-

Medivaid obigible in e wame month, aliliongl o costomer may e switched in subseguent

months baced on cligibitity. Basiad funds must be designated according 1o whether or pot

the costomer i 4 Medicaid or nun-Medicid costomer. The ooy g crddes e in ase:

v Prliciee s e el s Vst e
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R PA Fonads- a1 Custanwers

Y st oal {hpy Fonds-Medicujd Custiomer
N Cost ab Care Fimvids-Nan- A odienid Cuslimer
FIEERY Hivial Funds- M edicaid Cuastimer

BNy Raerial Fonds-Non-Medieaid Custonmer

Fhe ehoek copies are retained. adune winl hemp s disteibution documentation.

o ny ather deposiy inlurnution. as vt ol the deposit vecords fop monthy recomciliation

and veardy G Purpeses. The duciments are retained in i Tolder uniil 1he maonthiy

FeenneilBarion process i cavpleted, then Tiled in the custumner liles,
A thae the deposit anory s preparcd il a check has ngl heen received for a

cistomer who normally receives a cheels, the Aceonntant npdites the No Receipts Status

Rueport aad forwards it ta NIRDIDA L

(3 Maorth Fidd Privesses
SRR B Prineesses

When the bank statements For cach acconnt are receis ed vach maonth. o COY s

e for the Manager, the Senjor Aveenntani and the Accountant, The Accountant vees

both ol the bank staiements o compare with weekly deposit entries and o review alj

dufamatic deprosit entries, Ay questionable Htems that <how up an the bank <latements are

rescarched and vntered into the accounting dalabase,

Whien the bank shirtvinents dor hoth acconnts are received, the Senjor Aveounitun

calvoliates e ranthly interest die 10 cuch cartomer wsing an excel worksheet that has

been eveloped. the Monthly Dterest Jicivibution Report, A cupy can be found in (he
- S rlest dhsiinntion Repart A

Forms and Reports Tndev-#6.

Since funds sre nmaintiined I sepirate decewnts, intereet in cilenlated separately

For A Pands and for Burial Funds. Onee the cakulation is made. the amounts are posted

CIETH U T U e ¢ LNTEITIENY I TPPTRRT Podicios el oo il apyes R BNHE
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nring 1he }era;;j;ﬁs;_:j/'J:_r_’.mL;|=~1Enn-f_% Interest Fnry and

in rke seeannting database wsing the Momorized Tranon

_‘%_jimg,['i_;lﬂi'trguﬁrlv:arii:n;iﬂ_’ﬁh_—r:-x! Entive Fer aletiled oo
Indevimnder Computer Instranetinne-#F,

Atevall entrics ave e for the
Posted The YSceonntant runs g Journal for 1he e posirs
Mtel the otal deposiis per the hank catements. The

conles toddetermine that thee Proper code bas hoen necd ol

A errars are corrected immediately hoth in ihe nanthly

tranactiems, The Senior Nocmimtint rans g Jetrrneat for thie

the totals muateh ihe 1o1a) ierest per the hank stitements,

I MONTHLY RECENT 12 ECONCILIATIONS

Pring in Privnting any ety reporis, he
ek determines that e holanee w1 the deposits journal eng
an the bank <matenwnt tor custonier Tunds deposirs, A
Forwarded o the Senior Acennntant. The Voeonntant

Memorized Reporis for the corrent monid to determine that

coded. S currections are made. The repores that muct be o

Custonier Balunces Report-BLU-y)
Customer Balimees Report-BL-NY
Cestomer Balaneces Report-CC-yv
Costomer Balances Repurt-CC-Ny)
Costomer Baiances Ruepurt-P4

LN R E o I I R TR T EN NPT R RS L S i Fivaeaifigg .

FApUter dnstructions, see the

sentho the depesiy entry and the interes CIilry are
wnd determines that the tetarls

Avconntant alen reviews ol class

all deseviptinns lor areurney,
CHEY aand i the memaorized

Iderest and duetermines that

Aeconntmt reviews the hank statement
¥omaiches the amount shown

copy ot 1his jowina) entiry s

o reviews e foflowing
A Tunds have heen propoer]y

viewed prior 1o pPrinting are:

Phse 43




Once the Senior Aecnnntng Peveives dhe Duepasits ooy Lniry aind poss the
Tnterest Jonrng) Entry, helshie e the durnnition for Aonthiy Bank Reconeilintion, A
tepr ot the Tomk seconeilintinn fogm et e o da the Forms and Repores Thdes, =14,
Vier e divlinrecmionts are alvo 1o veincilerth, this e thi veconciiien foerm s farvwurd 1o

the Yaniger for review and aprproyad,

I MONTHEY RECTPYT REPORTING REGUIREMENTS

A owide sarteny ot Partswre avaatahle and can he pvmlvced on reguest, Fhey van
Decarted in o nnmber oF differ nioweave and can be For Ay epeeHTed fime period. Reporis
it abeo be conserted e Esed Tor Parther velinenwns,  The Manager must review o)
Peports before disteibation autside of e,

The Follimiing voida e Nnthiiy reports will e Prepaced and distributed agnsigde of
IO E

CLSTOMER BALANCES-PERSONAL ALLOWANCES - This repart chows o

oarde-date total bakince for PA unds, These veports are delinered o MRDDA for
distribution to caw FLHGRers Ay copy can be fowad i the Varms and Reporis Index, #1.
CUSTONER By LANCES-BURIAL FUNDS A edicaid and Non-Medieaid — These
B o reports <how a total halanee tor oll burial famis on deposit with PCD. The CHSTOMErs
e ddentilicd as cither Vedienid o Non-Medicaid cnstoiners, Fhese veports are deliver
ta MRBDDA far distribution s ihe ttvmnagers. A capy o vach can be fomd i e

Fovms and Repuris Indey. #).

PEREEHIY IUDY e Tzl S oo oy Fsbivcie vt v s fogn Ry N Ty a4
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________ Fhis report identifies the Henels chire
For Non-Nedicant 6 Peirmhinraenung for the e d el o g e tetivered g 1he

POD Aunier. ©hiee e Fronads Tor the mnih hive heoen Feviewed, o cheek s marle

pravable re e DO Troaverer frem the Hank of Anweriva el Mands Tor 1he vithue of 1he

Pevanciled Nan N edicaid 0 AN A capy can he found in 1he Forms amd Repoarts

ki, #14.

{_k{jil_fh}}_f:_\i 1§ - MDD Alh Il_}kﬂj - Thix repart ichvandies 1he Fends that Fave

Do revetved tor Miedivaid OO reimbarcenyent for Hee snost revent imanih, his vepart s

Forvarded 10 1he IMA-Tong Term Care Eice 1o provide Becessary information {or

cantract updates. Dishirroemenis (o the respretive Tacilities are made monthy hased nn

the reconciled anmonnn, A vopy s be foend inahe Yoarms and Reports Index, #1..
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iy, DISBURSENIINT GF PERNONAL 3 LLOWANCE FUNDS

AL VHONTHLY 17y DIm REJMVENTFLOWCHART

A ol dHpers on the follawing page dhat demanciates the flow ul

tfirnsiion L Futprene dbiboy By 1t )0 dixbircement of coonnmner Panls dor personal
sllovamices oot aiher Prrsanat s pending. Please rofey 1o this chart as yvou read the resi ol

Hiis vhapter,

This 1Towe bl vorvers the dishuroenuwnt of PA funmds thit are iterded to cover

Jrers ol Cxponses ol conered Dy hosic e CEactng arrangements. cach e [ersaal
toilerries and wnueks, oarg vlathing. 2if<. and Tunds for ather personal nse by 1he

CEstoricr. Cch as:

Purchase ol major Hems, sich as g Ty

ar clothing
Funds to he e

0oy acation

Frnds< o be nved for Christmas Sprending

3. MONTHLY DISBURSENENT STAFE RESPONSIBILITY

When 1318 applics tor g eeepts respensibility far (he nEnEItement of e

ekl pesemrees For a VIRDD A vhEtoaner. o avquires 1l of the respensibitities identified

I Ukapier 1ood this ), dhese rerponsibilities shanly be revicwed s parl of

tnderstinding s chigpter,
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BUHS Hav adupied o Policy tht PO Lie the Brinniey Pospeens<ibiliey for MHIging o)
MR Gt fandde taler their vire i e rote comne ol this respensibility, bt
i GG v overaee o Speryive bl deleosmed el Whaidicy #1010 T meet this
respiansihifite, 1S ks adapted g poloy that il cnatemer Fasseds aive o e dhishgsid from o
vithimer nteredt-bearing hank aceonnt aml nimared  coeirate from THAS funds in
HeEntaEner wirly Segejs ) Secnrity Poljey MPoley #70

The Aoraennt e Primiaily recpancihle by mabing recording, and assiening
Cithegarics fope Py dishirscinents, Hefde cintaeis VRDD Y whep Necessary (o oahiain
sy it Feguirad to proporh diciee fimnde. In the cvent there s condlict
regarding the dishiireement of PA funds. the jone g presented 4o qhe Manager,  The
Seenannbl prepuees o menthly report to M BD A imdicating the halance of a4l] A funds.
Phe ictormer Balanees-Peroonal Alovances Report, I addition, vpon 1he reguest of a
e manaeer. the Aceenrmtand proppares s detailed repart of the CIESTOMer TS aeconnl,

The Aceonnint has e Follssving pospunsibilitios rilated 1o PA dishursement

inlurmaiion:

< Passmanthiy Py Pas mems amtonsiticsliy unhess potifiedd By MRDDA
that funds should ot e thishirsed, Py Payments waonld also cegse it
e costomer o benger has any PA finpds o ailahle,

A Paxs albappros ed special reguess be dichieaenment of PA Tonds afier

Approval by the Senior A cesuntant,

~ Mainlains current infermation an deceaaed o ternsimaited customuers
and  does notl hinnay payiment veqinets that are received  afier
Termbniiion of the Paiee sttias except for expenses reduted 1 death,io
transfer funds to o nes FOPresentative panees or 1o dishingee Femaining
fund<an the proper s ermmental sonree after death,

s Regularly reviews Sesaunting cbtabuce indormton dpainst P
Py mvend veguests for ervors oy npdiates,
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< Propares i iritagires Pl albaoe g ey ot ened FUROrts eng o
Hiehy basis, 1y, Preres s pecial repores 0 neeeld,

Prepares dletiited CETORE By for review sy disiributing 1

H

MIRDID Y savding thae olis e maent of W-daer PPy Daeds,

e Senior Acenmmtang Iive 1he Fellowing respincinitities refated 1o ntanthiy

qiisimrn-:]u-nri:

= Hevdives 10 Bintdhdy Py iy, et g el cidey e rredd iy Jhe
) 4 Y e !

Vovonntang angd CBRpares sl nanthiy bk Tadement.

~ Aeeertains thit recial divhorecnnen Permesis are approved on jhe

N helore ifixbursing.

Prepares o himk v anvittation for costomer fupd Secaunts asing Py
dishurcement daia aid recalves G aub-ol-balance and snistanding
vheek teanmes, Deliaere the recanciliation e the _"\I:m:u__'vr.

~ Mlunnges special projecis devipned o Fprove PPA ishurwenwng
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